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Introduction 


Welcome to STI! 


As an STI student, various opportunities await you to enhance your knowledge and skills 
and guide you through self-development. This Student Handbook will serve as a handy 
guide to help ensure an environment conducive to your learning, and consequently, making 
you feel at home in STI. 


It provides useful information about the school, the institution's expectations of you, and 
the policies and services designed to assist you in reaching your highest potential. Thus, you 
must familiarize yourself with, understand, and abide by the school's policies. You may also 
encounter policies, procedures, or guidelines during your stay in STI that are not contained 
in the Student Handbook or have been released after its publication. Unless otherwise 
stated, policies and procedures issued after the release of the student handbook will 
supersede the policies and procedures specified within this handbook. New and updated 
policies shall be included in the next edition. However, posted announcements through 
various channels like bulletin boards, website postings, official STI social media platforms, 
and other published announcements will be utilized to inform the student body. Please 
consult these channels regularly. 


Through the support of your school's dedicated officials and teachers, STI is here to guide 
you from the moment you enroll until you become an alumnus. We trust that you will 
make the right choice by taking every opportunity and making the most of it. With this, we 
encourage you to “aim high with STI” and “be the best that you can be”. 


Thank you for choosing STI! 
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STI History 


It all started when four visionaries conceptualized setting up a training center to fill very 
specific workforce needs. 


It was in the early '80s when Augusto C. Lagman, Herman T. Gamboa, Benjamin A. Santos, 
and Edgar H. Sarte — four entrepreneurs and friends — came together to set up Systems 
Technology Institute, a training center that delivers basic programming education to 
professionals and students who want to learn this new skill. 


Lagman, Gamboa, and Sarte were all heavily involved in the growing computer industry, 
while Santos just retired from his IT position in a pharmaceutical company. 


Sarte’s software house, Systems Resources Incorporated (SRI), kept losing programmers 
and analysts to jobs abroad. Programmers and analysts were a rare breed then, with only 
a few training centers offering courses on computer programming. 


Therefore, there was a clear need to find and hire people for SRI and fulfill this need for 
a growing business industry that was migrating to automated or computerized business 
processes. The founders then transformed the problem into an opportunity. 


Systems Technology Institute’s name came from countless brainstorming sessions among 
the founders; perhaps from Sarte’s penchant for three-letter acronyms from the 
companies he managed at the time. 


The first two schools were inaugurated on August 21, 1983 in Buendia, Makati and in 
Espafia, Manila, and offered basic computer programming courses. With a unique and 
superior product in their hands, it was not difficult to expand the franchise through the 
founders’ business contacts. A year after the first two schools opened, the franchise grew to 
include STI Binondo, Cubao, and Taft. 


A unique value proposition spelled the difference for the STI brand: “First We'll Teach You, 
Then We'll Hire You.” Through its unique Guaranteed Hire Program (GHP), all qualified 
graduates were offered jobs by one of the founders’ companies or through their contacts 
in the industry. 


The school's 1st batch of graduates, all 11 of them, were hired by SRI. Through the GHP, 
more qualified STI graduates found themselves working in their field of interest straight 
out of school. 


No one among the four founders imagined that Systems Technology Institute would 
become a college or would grow to have 63 campuses with one university across the 
country. This can be attributed to the institution’s unique value proposition, the synergy 
between the founders and their personnel, and the management's commitment to 
delivering quality education. 
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Moreover, after years of positioning itself as an IT school focused on providing high-quality 
education to the Filipino youth, STI slowly integrated itself into the education industry as a 
school that provides boundless career opportunities in non-IT programs such as Business 
and Management, Hospitality Management, Tourism Management, Engineering, Arts and 
Sciences, Maritime, and Criminal Justice Education. 


With its wealth of experience in launching education programs needed by the market, STI 
also responded to the shift in the education landscape in 2013 by taking the lead in the 
country as the largest pioneer school to offer the Senior High School Program. 


STI Vision 


To be the leader in innovative and relevant education that nurtures individuals to become 
competent and responsible members of society. 


STI Mission 


We are an institution committed to provide knowledge through the development and 
delivery of superior learning systems. 


We strive to provide optimum value to all our stakeholders — our students, our faculty 
members, our employees, our partners, our shareholders, and our community. 


We will pursue this mission with utmost integrity, dedication, transparency, and creativity. 


STI Academic Seal 


The STI Academic Seal is designed to signify the institution's commitment to its 
vision and mission. 
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The seal embodies the academic character of the institution through the following 
four (4) elements: 


* The laurel leaves, symbolizing academic excellence, emphasizes STI’s commitment 
to provide every student with holistic development through technology-enhanced, 
student-centered active learning. 


* The flame, symbolizing enlightenment, represents STI’s undying commitment and 
passion for transforming its students to become lifelong learners. 


+ The flame bearers, represented by the academic institution on one side and its 
student body on the other, exemplify the entire STI community united by a shared 
purpose of using their knowledge, skills, values, experience, and abilities for the 
benefit of society. 


* The Latin inscription “Vita Educationem” translates to “Life Education,” which 
captures the overall thrust of the institution to provide Education for Real Life. 


STI Educational Philosophy 
The STI Way of Educating 


Having embraced the learner-centered approach as its paradigm for teaching and 
learning, STI seeks to provide every student with holistic development through technology- 
enhanced, student-centered active learning. 


The STI Learning System strives to offer learning opportunities that allow students 
to maximize their potential and grow into intellectual, emotional, physical, and 
social maturity so that they will be able to thrive in a continuously changing, 
technology-driven world. 


Student formation is also important in the STI way of educating its learners. An STler is 
further defined by the 4Cs — character, critical thinker, communicator, and change-adept. 


Character 


An STler is a person of character. An STler takes responsibility for their actions, treats 
people with respect, and lives with integrity. 


Critical Thinker 


An STler is a critical thinker. An STler challenges and analyzes all information through 
sound questioning and is unafraid to push for creative ideas. 
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Communicator 


An STler communicates to understand and be understood. An STler discerns the value 
of information read or heard and effectively expresses their own emotions when sharing 
information, may it be spoken or written. 


Change-Adept 


An STler is change-adept. An STler can adjust, adapt, and reinvent continuously to 
changing circumstances. An STler believes in letting go of the old and embracing 
the new to achieve their fullest potential. 


Educational Goal 


The focus of STI is the learner, the student. The teaching and learning environment address 
the characteristics of an authentic STI learner to enable them to achieve their maximum 
potential. 


The goal is for the learner to: 
* feel safe, free from threats, distractions, and humiliations so they can learn; 


* appreciate that what is being taught matters — the content/topic must concern the 
learners and the real world; 


* be active — learning experiences must be hands-on and collaborative; 


* be stretched to another level — learning experiences can be hard but must be doable 
and take the learner to a new level; 


* have someone who can guide them — it is okay to make mistakes because it is part of 
the process; however, some tasks need guidance and feedback to make learning stick; 


* use what was learned — the acquired knowledge and skills may stick to the learner if 
they are given the chance to recall, teach, and perform them; 


* recall the lessons learned — the learner must reflect on the things they learned and go 
back to the process of how they learned; and 


* move forward, stretching themselves further by planning on their next steps. 
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The STI High School Academic Community 


One of the goals of STI High School is to promote and develop a spirit of shared 
purposes among the members and elements of its educational community. In such an 
environment, these goals and objectives are fulfilled. 


The STI High School Academic Community is composed of persons or groups of persons, 
associated with the institution, involved in organized teaching and learning systems. 
They are interrelated and directly involved in realizing the school’s goals and objectives 
and are therefore bound by shared purposes and cooperation. 


The members of the STI High School Academic Community are: 


Parents/Guardians 


STI is fully aware that the school's objectives cannot be obtained without the help of 

the parents/guardians. It is therefore required that parents/guardians wholeheartedly 
cooperate with the school by acquainting themselves with the school's rules and 
regulations as written in this handbook, communicate with the school on matters related 
to the development of their children, and attend school functions like consultations and 
other instances where their presence is needed for their benefit. 


Parents/Guardians of STI High School students are expected to: 


a. Monitor and follow up on the progress of their children in school by 
communicating with their children’s teachers and school authorities, fostering 
better relationships and harmonious collaborations. 


b. Reply by affixing their signatures to circulars/letters given by the school. 


c. Attend meetings, conferences, and other activities where their presence is 
needed or called for. 


d. Dress appropriately and observe off-limit areas when in school. 


Students 


STI students are expected to abide by the school rules and regulations. They also have 
a shared responsibility and an active role in their own development and in contributing 
positively to their community. 


School Personnel 


The STI School Personnel include the academic leaders, the academic service 
professionals known as the academic non-teaching personnel, and the teaching 
workforce. Their spirit, collaboration, and dedication to the STI Academic Community 
facilitate STI’s pursuit to provide and sustain academic excellence. 


All School Personnel are expected to implement and make a conscious effort to place all 
activities within the context of the STI Mission Statement. 
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Academic Teaching Personnel 

The STI Academic Teaching Personnel (ATP) are those engaged in the facilitation of the 
actual teaching and learning process, research, and service mission of STI. 

Academic Head (Principal) 


The Academic Head (Principal) is primarily responsible and personally accountable for 
the effective and efficient delivery of academic services that contribute to the holistic 
development of students to become competent and responsible members of society 


Assistant Principal 


The Assistant Principal assists the Academic Head (Principal) in matters pertaining to 
instructional activities, planning and evaluation, parent-teacher interactions on students’ 
performance, and the professional growth of the faculty and staff. 


Homeroom Supervisor 


The Homeroom Supervisor is in charge of ensuring that Homeroom Advisers are properly 
guided in implementing and achieving the objectives, programs, and activities of the High 
School Homeroom program. 


Homeroom Adviser 


The Homeroom Adviser is in charge of a particular class section and is primarily 
responsible for developing the students’ character by providing meaningful and relevant 
learning experiences. 


Club Supervisor 


The Club Supervisor is in charge of coordinating and supervising the Club Moderators to 
ensure that programs and activities of a club are aligned with the overall objective of the 
STI High School Clubs program. 


Club Moderator 


The Club Moderator guides and actively supports a group of students who share 
common interests or goals for their holistic development through the STI High School 
Clubs program. 


Subject Teacher 


The Subject Teacher ensures the transmission of knowledge, development of skills, 
and formation of students’ character by providing relevant learning experiences in 
accordance with the school’s philosophy and objectives. 


14 GENERAL INFORMATION 


= Table of Contents 


Academic Non-Teaching Personnel 


The STI Academic Non-Teaching Personnel (ANTP) are those who possess certain 
prescribed technical education and academic skills development functions directly 
supportive of teaching. 


Registrar 


The Registrar is responsible for managing and maintaining the students’ confidential 
academic records. They maintain, evaluate, and provide accurate, complete, and 
unambiguous records for each student, clearly reflecting academic status and progress 
in accordance with the established STI Academic Policy. 


Librarian 


The Librarian facilitates access to knowledge through the collection, organization, and 
dissemination of informational materials and performs an instructional, consultative, and 
research role through formal and informal instructions in the methods of sources. 


Guidance Counselor/Associate 


The Guidance Counselor/Associate addresses academic, personal, social, emotional, and 
career development concerns of students by maximizing its guidance services in line with 
the philosophy and objectives of the school. 


Laboratory Facilitator 


The Laboratory Facilitator is responsible for ensuring the effective and efficient operation 
of all laboratory facilities. They enforce laboratory rules and regulations to ensure a safe 
and orderly environment. 


Career Adviser 


The Career Adviser is responsible for promoting programs through Career Orientation 
Seminars, Retention-Migration Talks, and establishing strong partnerships or linkages 
with different companies, institutions, non-government organizations, and other socio- 
civic organizations. 


Admissions Officer 

The Admissions Officer handles all admission related inquiries or concerns raised 
by potential students, parents, or guardians. They evaluate and process admission 
applications in accordance with the institution's policy and procedures. 

School Nurse 


The School Nurse addresses the medically-related concerns of students. They have the 
responsibility to look after the health of the students and school personnel. 
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School-Student Relationship: A Legal Contract 


A student who submitted the admission requirements and is fully admitted to the school 
has already entered into a legal contract with the school. The enrollment form 

is the first contract that binds the student and the school. Both parties are expected 

to promote and protect their mutual interests and fulfill their responsibilities and 
obligations as stated in this handbook. Parents/Guardians must also acquaint 
themselves with the content and provisions in the handbook. 


Admission Policy 


STI High School welcomes all applicants belonging to any religious affiliation and 
nationality. The school, however, has the right at any time to refuse to admit or re-admit 
students under certain situations. 


Requirements 
Incoming Grade 7 


a. Original Form 138 or SF9-ES (Learner's Progress Report Card) 
b. Original Form 137 or SF10-ES (Learner’s Permanent Academic Record) 


c. Original Copy of Certificate of Good Moral Character or Recommendation from 
the School Principal 


d. Philippine Statistics Authority (PSA) issued Birth Certificate 
e. Medical certificate of chest X-ray results 


f. Accomplished and signed Health Status and Acknowledgement of Disability Form 


Incoming Grade 11 


a. Original Form 138 or SF9-JHS (Learner's Progress Report Card) 
b. Original Form 137 or SF10-JHS (Learner’s Permanent Academic Record) 


c. Original Copy of Certificate of Good Moral Character or Recommendation from 
the School Principal 


d. Philippine Statistics Authority (PSA) issued Birth Certificate 
e. Medical certificate of chest X-ray results 


f. Medical certificate of Hepatitis A & B screening for SHS Culinary Arts and 
Restaurant and Café Operations applicants 


g. Accomplished and signed Health Status and Acknowledgement of Disability Form 
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Transferees 


= 


. Certificate of Transfer or Honorable Dismissal 
. Original Form 138 or SF9 JHS/SHS (Learner's Progress Report Card) 
. Original Form 137 or SF10 JHS/SHS (Learner’s Permanent Academic Record) 
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. Original Copy of Certificate of Good Moral Character or Recommendation from 
the School Principal 
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. Philippine Statistics Authority (PSA) issued Birth Certificate 
6. Medical certificate of chest X-ray results 


7. Medical certificate of Hepatitis A & B screening for SHS Culinary Arts and 
Restaurant Café Operations applicants 


8. Accomplished and signed Health Status and Acknowledgement of Disability Form 


The deadline for submission of the above documents is before the scheduled 
1st quarter exam of the initial year of admission. 


Note: In the absence of a PSA-issued Birth Certificate, a birth certificate issued by the 
local civil registrar, local barangay, or National Statistics Office may be submitted instead. 


Alternative Learning System Accreditation and Equivalency (ALS A&E) 
and Philippine Educational Placement Test (PEPT) Passers 


1. Result of Philippine Educational Placement Test (PEPT) or ALS A&E such as 
Certificate of Rating (COR), Learner's Permanent Record (AF-5), Certificate of 
Completion for Elementary Level (EL) or JHS whichever is applicable. 


2. Original Copy of Certificate of Good Moral Character or Recommendation from 
the School Principal/ALS Teacher/ALS Implementor/Learning Facilitator/ALS Focal 
Person or its equivalent (e.g. clearance from Barangay, Police, or NBI) 


3. Philippine Statistics Authority (PSA) issued Birth Certificate 
4. Medical certificate of chest X-ray results 


5. Medical certificate of Hepatitis A & B screening for SHS Culinary Arts and 
Restaurant Café Operations applicants 


6. Accomplished and signed Health Status and Acknowledgement of Disability Form 


Students with Scholastic Records from a Foreign School 


1. Five (5) copies of the Student's Personal History Statement (PHS) containing 
his/her left and right thumbprints and a 2” x 2” photograph on plain white 
background taken not more than six months prior to submission, among others 


2. Original Form 138/SF9 (Learner's Progress Report Card) or its equivalent, and 
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Original Form 137/SF10 (Learner's Permanent Academic Record) or its equivalent 
authenticated by the Philippine Foreign Service Post (FSP), which has jurisdiction 
over the place of issuance, or by the Department of Foreign Affairs (DFA) if 

said document is issued by the local Embassy in the Philippines, with English 
translation if written in another foreign language 


3. Notarized Affidavit of Support, including bank statements or notarized grant for 
institutional scholars 


4. Photocopy of the civil registry document (ex. Birth Certificate, Marriage Certificate, 
etc.) issued by the Philippine Statistics Authority (PSA) or its equivalent document, 
which is authenticated by the Philippine Foreign Service Post (FSP) that has 
jurisdiction over the place of issuance or by the Department of Foreign Affairs 
(DFA) if the said document is issued by the local Embassy in the Philippines, with 
English translation if written in another foreign language 


5. Photocopy of the student's passport (valid for at least 6 months) showing date 
and place of birth 


6. Photocopy of the Special Study Permit (SSP) for students under 18 years old 
or Student Visa for students 18 years old and above issued by the Bureau of 
Immigration (Bl). These shall not be required of the spouses and unmarried 
dependent children below 21 years old of aliens under the following categories: 


* Permanent foreign residents 


* Aliens with valid working permits under Section 9(d), 9(g) and 47(a) (2) of 
the Philippine Immigration Act of 1940, as amended 


* Personnel of foreign diplomatic and consular missions residing in the 
Philippines and their dependents 


* Personnel of duly accredited international organizations residing in the 
Philippines 


* Holders of Special Investor's Resident Visa (SIRV) and Special Retiree’s 
Resident Visa (SRRV) 


* Foreign students coming to the Philippines with 47(a) (2) visas issued 
pursuant to existing laws, e.g., Pres. Decree No. 2021 


7. Original Copy of Certificate of Good Moral Character or Recommendation from 
the School Principal or its equivalent 


8. Medical certificate of chest X-ray results 


9. Medical certificate of Hepatitis A & B screening for SHS Culinary Arts and 
Restaurant Café Operations applicants 


10. Accomplished and signed Health Status and Acknowledgement of Disability Form 
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Disqualification 
An applicant may be disqualified for admission for any of the following reasons: 
a. Failure to submit the admission requirements 


b. Presentation of false documents 


Fees and Payments 


The school releases information on tuition and other fees prior to the start of enrollment. 


Payment Scheme 


School fees may only be paid in CASH, BI-ANNUAL, or MONTHLY. All fees due during 
enrollment and within the term should be paid through the Cashier or any authorized 
payment partners. 


The amount per installment is indicated on the issued Registration and 
Assessment Form (RAF). 


Students/Parents/Guardians must strictly follow the payment schedule based on their 
chosen payment scheme to avoid further inconvenience and late payment. 


Withdrawal Charges/Refund 


Students who withdraw or transfer after enrollment are charged under the following 
schemes: 


a. Students are entitled to a FULL REFUND if written advice of withdrawal is 
submitted to the school before the start of classes. The registration fee is non- 
refundable. 


b. Ten percent (10%) of the total annual school fee will be charged if a written advice 
of withdrawal is submitted to the school within seven (7) calendar days from the 
start of classes, regardless of whether or not the students had actually attended 
classes. 


c. Twenty percent (20%) of the total annual school fee will be charged if a written 
advice of withdrawal is submitted to the school beyond seven (7) calendar days 
from the start of classes, regardless of whether or not the students had actually 
attended classes. 


d. The full amount of school fees will be charged for the school year if withdrawal 
is made beyond 14 calendar days from the start of classes. 
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Financial Obligations 


Parents/guardians are reminded to settle all their financial obligations. Students’ 
academic records/credentials shall only be released as soon as their obligation has been 
settled. Moreover, graduating students will not be allowed to join the graduation rites 
until the dues are settled in full. 


Academic Programs 


Junior High School (JHS) 


STIJHS comprises grades 7 to 10. Its core curriculum includes subjects such as Languages 
(English, Filipino), Aralin Panlipunan (AP), Edukasyon sa Pagpapakatao (EsP)/ Values 
Education, Science, Mathematics, MAPEH (Music, Arts, PE, and Health), Edukasyong 
Pantahanan at Pangkabuhayan (EPP)/ Technology and Livelihood Education (TLE), and 
Computer 


Senior High School (SHS) 


STI SHS offers a variety of tracks, strands, and specializations to suit the students’ 
interests and needs. 


Academic Track 


+ ABM: Accountancy, Business, & Management Strand 
+ STEM: Science, Technology, Engineering, & Mathematics Strand 
+ HUMSS: Humanities & Social Sciences Strand 


* GAS: General Academic Strand 


Technical-Vocational-Livelihood Track 


* ICT: Information & Communications Technology Strand 


* ITin Mobile App & Web * Digital Arts 
Development 


* Computer & Communications 
Technology 


* HE: Home Economics Strand 
* Culinary Arts * Restaurant & Café Operations 


* Tourism Operations 
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Curriculum 


STI High School follows the K-12 Basic Education Curriculum recommended by the 
Department of Education (DepEd). However, in line with our institution's thrust 

to empower our students, all learning areas are integrated with Information and 
Communications Technology (ICT) and enhanced using of the STI eLearning Management 
System (eLMS). 


Academic Discipline 


Academic discipline is an integral part of the school whose function is to train students 
in the learning process whereby truth is made known and knowledge is transmitted 

to them so that they become responsible members of society. Thus, the school has the 
authority to impose standards of academic progress and requirements for its students 
and to withdraw anyone who fails to meet the desired expectations. 


Academic Role of Subject Teachers 


Subject Teachers are the most important figure in maintaining academic discipline. 
They ensure that the academic standards and requirements are achieved in the 
classroom to prepare and shape students to be competitive individuals in their 
fields of specialization. 


Academic Obligations of Students 


Students are expected to give due respect to the teaching and non-teaching personnel 
by virtue of their educational expertise (person-in-authority) and being in /oco parentis 
(in place of the parents/guardians). 


Students are required to meet the academic standards and requirements. They are 
required to bring materials needed for them to be able to perform in class. Borrowing 
materials such as calculators, handouts, protractors, etc., during class hours is strictly 
prohibited to avoid distracting other students and classes. 


In submitting any academic work, students are expected to properly cite references, 
direct quotes, and other sources including but not limited to data obtained from the 
tables, illustrations, figures, pictures, images, and videos following the prescribed format 
of the discipline (e.g., American Psychological Association, Modern Language Association). 
This also applies to: 


* previous works submitted to other subjects that are results of collaborative or 
group effort 


* computer codes written to accomplish a task or any activities required in any 
programming subjects 
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Academic Requirements and Components 
Written Works 


Written Works (WW) express skills and concepts in written form. This kind of activity 
strengthens the test-taking abilities of students and also prepares them for the 
quarterly and other standardized exams. 


Homework 


Research and actual school experience have proven the direct relation of doing one’s 
homework with academic success in school. The accomplishment of homework leads to 
several educational advantages such as mastery of concepts, a greater focus on essential 
learning, and the development of habits of diligence and a sense of responsibility. 


a. As a general rule, homework is submitted the next school day that the class 
meets for that subject. 


b. Homework is collected by the Subject Teacher during their period. 


c. Students with an excused absence are required to submit all missed homework on 
the day after they have reported back to school or on a date agreed by the Subject 
Teacher for them to earn credits. 


d. Students who fail to submit their homework on the due date are given a grace 
period to submit it in the next meeting. Late assignments are given a minimum 
score or less depending on the Subject Teacher's evaluation. 


e. Students who fail to submit their homework after the given grace period will be 
given a score of zero. 


f. Students who fail to submit their homework at least three times (3) are referred 
to the Guidance Office for a conference. 


g. Failure to bring required materials (ex., cut-out pictures, crayons, protractor, 
calculator, etc.) for classroom activities will be classified as non-fulfillment of 
awritten assignment and will be recorded accordingly. 


Seatwork and Quizzes 
Seatwork and quizzes are given to assess the knowledge and skills of the students. 


a. It is the prerogative of the Subject Teacher to determine the number of 
seatworks or quizzes to be given to the students and when to conduct them. 


b. Quizzes may be announced or unannounced. 


c. Students who are absent during seatwork will automatically receive a 
score of zero. 
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d. Subject Teachers shall take note of absent students during a quiz. It is also the 
responsibility of the Subject Teacher to verify with the Homeroom Adviser if 
the absence of the students is excused or not. 


e. Only students with excused absences are given make-up quizzes. 


Performance Task 


Performance Task (PT) enables the students to show what they know and can do. 
It is a way for students to demonstrate and integrate their knowledge, understanding, 
and skills in a specific real-life situation by performing or producing evidence of learning. 


a. Students with an excused absence are required to submit/demonstrate PT on 
the day after they report back to school or on a date agreed upon by the Subject 
Teacher for them to earn credits. 


b. Students who fail to submit or demonstrate their PT on the due date are given a 
grace period to present or demonstrate it in the next meeting. Late submission 
or demonstration is given a minimum score or less depending on the Subject 
Teacher's evaluation. 


c. Students who still fail to submit/perform their PT after the given grace period 
are given a score of zero. 


Student Works 


In the case of student projects (documentation and software solutions) produced and 
submitted as subject/class requirements, these works are owned by the students. The 
school is allowed free access to and use the student works to pursue or develop them for 
academic, purposes provided that there is no infringement of any intellectual property 
rights. 


Quarterly Assessment 


The school has four (4) major examinations per school year. The periodical exam 
synthesizes all learnings in each quarter. 


a. All students are required to obtain examination permits before each 
quarterly examination. 


b. The special examination may only be arranged by the parents/guardians with 
the Academic Head (Principal) or Assistant Principal for valid reasons. 


c. Students who come late for their examinations are not given extensions 
or special examinations. 


d. Only students with excused absences are given make-up exams. 
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Assessment System 
Grading System 


The final grade or rating given to students in a subject should be based solely on their 
scholastic performance. 


For Quarterly Grades 


* Grades from all student works are added up for each component and converted 
to a Percentage Score. This is to ensure that values are parallel to each other. 


Learner's total raw score 
PERCENTAGE SCORE (PS) = ——_- x 100% 


Highest possible score 


* The percentage scores is then converted to Weighted Scores to show the importance 
of each component in promoting learning in the different subjects. 


WEIGHTED SCORE (WS) = Percentage Score x Weight Component 


* The sum of the Weighted Score is the Initial Grade which is then transmuted to 
get the Quarterly Grade. 


For Final Grade and General Average 


* The average of Quarterly Grades produces the Final Grade. The two (2) quarters 
determine the Final Grade in a semester for SHS. For JHS, the four (4) quarters 
determine the Final Grade in a school year. 


* The General Average is computed by dividing the sum of all Final Grades by the 
total number of learning areas. 


* The Final Grade in each learning area and the General Average are reported 
as whole numbers. 
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Assessment Components Weights for Junior High School 


The JHS Grading System follows a different set of weights for each component. 


Languages (English, Filipino), AP, and EsP 


Written Works (WW) - 30% 
Homework, Seatwork, and Quiz 30% 30% 30% 30% 


Performance Task (PT) - 50% 
i Learn & Share (iLS) 50% 50% 50% 50% 


Science and Mathematics 


Written Works (WW) - 40% 

Homework, Seatwork, and Quiz 40% 40% 40% 40% 
Performance Task (PT) - 40% 

i Learn & Share (iLS) 40% 40% 40% 40% 


MAPEH, EPP/TLE, and Computer 


Written Works (WW) - 20% 
Homework, Seatwork, and Quiz 20% 20% 20% 20% 


Performance Task (PT) - 60% 
i Learn & Share (iLS) 60% 60% 60% 60% 
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Assessment Components Weights for Senior High School 


The SHS Grading System follows a different set of weights for each component. 


Core Subjects 


Written Works (WW) - 25% 
Homework, Seatwork, and Quiz 


Performance Task (PT) - 50% 
i Learn & Share (iLS) 


Quarterly Assessment - 25% 


Academic Track Subjects (Applied and Specialized) 
Except Work Immersion 


Written Works (WW) - 25% 
Homework, Seatwork, and Quiz 


Performance Task (PT) - 45% 
i Learn & Share (iLS) 


Quarterly Assessment - 30% 


Academic Track Work Immersion 


Written Works (WW) - 35% 
Homework, Seatwork, and Quiz 


Performance Task (PT) - 40% 
i Learn & Share (iLS) 


Quarterly Assessment - 25% 
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Technical-Vocational-Livelihood Track Subjects 
(Applied, Specialized, Work Immersion) 


Written Works (WW) - 20% 
Homework, Seatwork, and Quiz 


Performance Task (PT) - 60% 
i Learn & Share (iLS) 


Quarterly Assessment - 20% 


Academic Probation 


Students shall be placed under Academic Probation if they incur a failing mark in any of 
their subjects, even after undergoing intervention activities, within the school year. 


Students placed on Academic Probation shall be subject to the following conditions: 
Junior High 


* They shall be on Academic Probation for one (1) quarter in the current school year 
when they have incurred a failing mark. 


* They should receive a passing final average or higher on the said subjects at the end of 
the next quarter for the Academic Probation status to be lifted. 


* If the students incurred a failing mark even in just one (1) subject, their involvement in 
co-curricular contests and extra-curricular activities in other subjects shall be subject to 
approval by the Academic Head (Principal) or Assistant Principal. 


* The school reserves the right to refuse the students' admission for the next school 
year if they still incur failing marks at the end of the year despite the assistance 
extended by the school. 


Senior High 


* They shall be on Academic Probation for one (1) term in the current school year when 
they have incurred a failing mark. If the students fail at the end of the second term, 
they will be on probation for one (1) term in the next school year. 


* They should receive a passing final average or higher on the said subjects at the end of 
the term for the Academic Probation status to be lifted. 


* Ifthe students incurred a failing mark even in just one (1) subject, their involvement in 
co-curricular contests and extra-curricular activities in other subjects shall be subject to 
approval by the Academic Head (Principal) or Assistant Principal. 
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* The school reserves the right to refuse the students' admission for the next school 
year if they still incur failing marks at the end of the year despite the assistance 
extended by the school. 


Students under Academic Probation are required to sign, together with their parents/ 
guardians, the Academic Probation Conforme Sheet that they have to follow and abide 
by during the probationary period. 


Promotion and Retention 


Students are promoted to the next term or grade level if their final grade is 75% or higher in 


all learning areas at the end of the school year. 


GRADE LEVEL 


CONDITIONS 


DECISION 


Grade 7 - 10 


Grade 11-12 


Passed all the subjects or 
have a final grade of 75% in 
all subjects 


Promoted to the next grade level. 


Obtained 74% and below 
grades in one to three 
subjects 


In order to be promoted to the next 
grade level, the student must pass 
the remediation given thru the End 
of School Year class for the subject/s 
with a grade of 74% 

and below. 


Otherwise, they will be retained in the 
same grade level. 


Obtained 74% and below 
grades in four or more 
subjects 


Retained in the same grade level 


Passed all the subjects in the 
Junior High School 


Passed all the subjects or 
have a final grade of 75% in 
all subjects in a term 


Promoted to Senior High School 


Can proceed to the next term 


Obtained 74% and below 
grades in the pre-requisite 
subject 


May take the higher-level subject next 
term but must take the End of School 
Year class for the failed prerequisite 
subject. 


If a student fails the higher-level 
subject, they will need to take the 
End of School Year classes for both 
subjects. 
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Obtained 74% and below Must pass the remediation thru 
grades in one to three the End of School Year class for 
subjects at the end of the the failed subject/s and have the 
entire school year Recomputed Final Grade for the said 


subject. Otherwise, the student will be 
retained in the same grade level. 


Passed all the subjects in Earn the Senior High School Diploma 
Grade 11 and Grade 12 


Students must obtain 75 or higher in their Recomputed Final Grade (RFG) to be promoted 
to the next grade level. RFG is computed as follows: 


OLD FINAL GRADE (OFG) + REMEDIAL CLASS MARK (RCM) 


2 


OFG refers to the failed grade obtained by students in the subject during the regular school 
term. RCM refers to the grade obtained by students in the End of School Year class for the 
failed subject. 


Students will be retained in the same grade level if they: 
* failed more than three (3) subjects at the end of any term or year. 
* failed one (1) or all the enrolled End of School Year class/es. 


* did not enroll the failed subject/s in the scheduled End of School Year program 
for the same school year. 


Guidance Counselors/Teachers/Career Advisers must provide support to the SHS 
students who were retained and guide them on their choices in the SHS tracks. 


The students’ clearance should also be completely signed by the concerned School 
Personnel. This indicates that the students have complied with their school 
requirements: financial, academic, and behavioral. 


The student's clearance should be completely signed before the issuance of the report card. 


Issuance of Report Cards 


The Report Card shows the evaluation of students' performance. Parents/Guardians are 
notified of its distribution, which usually occurs two (2) weeks after the Quarterly Exams. 


Parents/Guardians should personally get the Report Card for each quarter to discuss their 
children’s development or progress. 
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Parents/Guardians who cannot come on the scheduled issuance of report cards are given 
one (1) week to get their child's card from the Assistant Principal's Office. 


Honors and Awards System 


STI High School shall follow its guidelines and criteria for the selection of honors in the 
High School Program. 


Quarterly Academic Excellence Award 
This is awarded to qualified students for every grade level at the end of each quarter. 


* General Average is 90% and above, with no quarter grades below 85% in all 
the learning areas (including Homeroom and Club) 


* Must not have been sanctioned with offenses punishable by suspension 
or higher within the school year 


Year-End General Academic Excellence Award 
(Grade Level Award) 


This is awarded to qualified students for every grade level at the end of the school year. 


* General Average is 90% and above, with no quarter and final grades below 85% in all 
the learning areas (including Homeroom and Club) 


* Must not have been sanctioned with offenses punishable by suspension or 
higher within the school year 


GENERAL AVERAGE OF TERM 1 + GENERAL AVERAGE OF TERM 2 


2 


Academic Excellence Award for the Graduating Batch 
This is awarded to qualified graduating students at the end of the school year. 
* Completed Grades 11 and 12 in STI 


+ Acquired a General Average of 90% or higher in Academic Grades and 85% or higher 
in the Student Development Grades 


* No Quarter Grade and Final Grade lower than 85% during Grades 11 and 12 in all the 
learning areas (including homeroom and club) 


* Must not have been sanctioned with offenses punishable by suspension or higher 
from Grades 11 and 12 
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GENERAL AVERAGE OF TERM 1 + GENERAL AVERAGE OF TERM 2 + 


GENERAL AVERAGE OF TERM 3 + GENERAL AVERAGE OF TERM 4 
4 


Note: Grades in Student Development are not included in computing the General Average 
but only serve as qualifiers. All Academic Excellence Awardees are expected not to have 
quarter and final grades lower than 85% in Homeroom and Club. 


The following are the specific Academic Excellence Awards given to qualified students: 


Required General Average 


Honors (All Academic Awards) 


With Highest Honors/ 


; 98%-100% 
May Pinakamataas na Karangalan 


With High Honors/ 
May Mataas na Karangalan 


With Honors/May Karangalan 90%-94% 


95%-97% 


Moving Up and Graduation Ceremonies 


A Moving Up Ceremony is the End-of-School Year (EOSY) rite for Grade 10 students who 
were able to pass all their subjects in Junior High School. Its proof of completion is the 
Junior High School certificate. 


On the other hand, Graduation or Commencement Exercise is a formal event, as well 
as a public recognition, by the school to the students who have fulfilled the minimum 
requirements for their Senior High School (SHS) Program. As proof of completion, 
graduating students are awarded their SHS diploma. This event is also a venue for the 
school to present Graduation Awards to deserving students. 


Only students who met the requirements for graduation are allowed to join the graduation 
rite. All graduating students shall wear the STI Graduation Stole over the prescribed attire: 


* STI Senior High School Uniform 
* Black shoes 
* Black socks (for male students only) 


+ Make-up, jewelry, and hairstyles must be kept to the minimum 
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Student Activities 


Student Interests, Clubs, and Organizations 


STI offers student activity programs in support of its academic curriculum. These 
programs aim to enhance the students’ talents and leadership skills based on their 
interests and preferences. 


STI encourages students to join recognized clubs or organizations that will supplement 
their formal education and serve as vehicles for a practical and meaningful experience, 
greater productivity, and creative endeavors. 


Moreover, for proper guidance, direction, and support, it is essential that student activities 
have prior written authorization from the Academic Head (Principal), Assistant Principal, 
or the school authorities concerned. 


Finally, STI ensures that only legitimate clubs and organizations will be formed within its 
campus. No club or organization shall exist, hold, manage, or promote any activity, and 
use its name and school facilities unless such club or organization has been approved or 
recognized by the school. 


Students are required to join one (1) club for the school year. Teachers who are experts in 
the field are assigned as Club Moderators. 


Classification of Clubs and Organizations 


The clubs are formed to supplement or enhance the learning curves, talents, and skills of 
the students. The clubs are classified into two (2): Academic-Based Clubs (Co-curricular) 
and Interest-Based Clubs (Extra-curricular). 


+ Academic-Based Clubs (Co-curricular) - organized according to academic 
departments, subjects, or fields of specialization 


* |nterest-Based Clubs (Extra-curricular) 
a. Values — for values or spiritual formation and guidance of students 
b. Civic — concerned with community services and development 
c. Cultural — for enhancement of creative inclinations and special interests 


d. Musical — seeks to develop the musical interests and abilities of students while 
contributing to the cultural life of the STI Community 


e. Sports — for physical fitness and athletic competition, and to inculcate 
and develop the true spirit of friendly competitions, promote leadership, 
responsibility, and camaraderie through sports 
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Student Services 


Student Orientation 


At the start of every school year, the school conducts student orientation to welcome the 
students and familiarize them with the academic programs and services offered by the 
school. It is also a venue for the students to know the school’s rules and regulations that 
they must follow. 


Student orientation should be conducted for new and old students, as well as transferees. 


School Facilities 


STI Classrooms 


Students spend the majority of their time in the classroom. The classroom, therefore, 
should be a stress-free environment for students to focus on learning. 


An STI Classroom is equipped with materials that supplement and enhance the teaching 
and learning process. It is not only a space for learning but also a positive environment 
for student engagement and collaboration. 


One of the ways that students take responsibility for their learning is to help keep a well- 
managed classroom by adhering to rules such as maintaining order and discipline. 


STI eLearning Management System (eLMS) 


The STI eLMS is a cloud-based system provided to extend the students’ learning 
experience beyond the four (4) walls of the classroom. This online learning management 
system also assists in the delivery of learning materials and includes facilities for internal 
messaging and academic collaboration that supplement and enhance the students’ 
learning experience. 


STI, as an educational institution, provides the eLMS to augment or facilitate in-classroom 
learning and support the holistic development of its students. To this end, STI shall 
maintain certain standards of conduct and practices where improper eLMS usage could 
result in adverse consequences to the institution and the users involved. In this context, 
the eLMS shall be considered as an extension of the school campus, although in virtual 
electronic form. 


Learning Resource Center 


The Learning Resource Center (LRC) contains print and non-print learning materials 
and equipment for the school. It provides students access to books, journals, and other 
informative materials for academic advancement. Part of the LRC is the Library Services 
that sources, screens, acquires, organizes, and circulates print and non-print 

reference materials. 
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Laboratories 


STI Laboratories are well-furnished with equipment intended to enhance the students’ 
knowledge and skills. Laboratory activities provide students with firsthand experiences, 
opportunities, and challenges to explore concepts, which differ from the standard 
classroom environment. 


Laboratory Facilitators are trained to maintain the laboratories to ensure the availability of 
materials and supplies, and most importantly, to guarantee that safety standards 
are followed. 


Guidance Services 


The Guidance and Counseling Program is a part of the total formation program of STI High 
School. It complements learning that takes place in the classroom. It is student-centered, 
preventive, and developmental. The program encourages the students’ social, emotional, 
career, and personal growth at each stage of development. 


Counseling is considered the core of the Guidance Program. The purpose of counseling 
is to help the students in exploring and understanding themselves so they can become self- 
directed, self-disciplined, and responsible individuals. 


Health Services 


The school maintains and periodically updates the medical and dental health records 
of each student. 


Emergency and life-threatening cases are immediately referred to health specialists 
in nearby institutions. 


Auxiliary Services 
Safety and Security 


Security and Safety Services are provided by the school, your second home. STI ensures 
each student's safety and security by designating qualified, caring, and capable personnel. 
The following measures are implemented to ensure a safe and sound learning environment 
for all students: 


* Installation of CCTV cameras in the campus; 


* Deployment of licensed Security Officers to do periodic rounds and random bag 
checks or frisking; and 


* Safe, accessible (for persons with disabilities), and secure environment, buildings, and 
facilities that comply with government standards. 
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Maintenance 


Well-trained maintenance personnel are hired to ensure the cleanliness and orderliness of 
the school facilities and its environs. Preventive measures are conducted regularly, such as 
fumigation, pest control services, and the like to ensure a healthy environment and prevent 


communicable diseases. 
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The philosophy and objectives of a school are achieved if students adhere 
to the school's rules and regulations. School authorities, using their parental 
authority, set up these norms to help students develop and exercise self- 
discipline and character in the interest of forming them into relevant 
members of society. 


School Attendance 


Attendance and Punctuality 


Students should realize that missing a class is a lost opportunity for them to learn. A 
prerequisite to success in any endeavor includes “showing up.” It is the obligation of the 
students to attend at least 80% of their classes regularly and punctually and to actively 
participate in class and school activities. Punctuality is also a sign of one’s character. 


Students are expected to: 
a. Attend flag ceremonies 


b. Attend classes punctually and regularly. Students who have been absent or have 
cut classes are required to present a letter of explanation from their parents or 
guardians or to bring them to school for a short conference with the Homeroom 
Adviser or Guidance Counselor, as the case may be 


c. Attend school-related activities and programs. However, when such activity or 
program is held off-campus, or after class, or during non-school days, parental 
approval is required 


Tardiness 


Students who come to school late will only be admitted to the class upon presentation 
of the signed Admit-to-Class slip issued by the Assistant Principal. 


Students are considered late if they come into the classroom when the class is 
already in session. 


Students who incur three (3) unexcused records of tardiness are automatically 
considered absent for one (1) day. The Homeroom Adviser shall call for the parents/ 
guardians of the students concerned and explain the matter. 


Absences 


Students who incur absences of more than 20% of the prescribed number of class or 
laboratory periods during the school year or term should be given a failing grade and given 
no credit for the course or subject. Per the 2010 Revised Manual of Regulations for Private 
Schools in Basic Education (Department of Education Order No. 88, series 2010) 
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a. Students are required to present an excuse letter duly signed by the parents/ 
guardians upon returning to school. The absence is judged as “excused” or 
“unexcused” as the Assistant Principal sees fit. 


b. If students fail to present an excuse letter on the they report back to school and 
have notified the school, their absence is considered unexcused. 


c. In case of sickness or hospitalization, a medical certificate signed by the attending 
physician should be submitted to the Assistant Principal upon returning to school. 
Medical certificates should be provided for absences that last for more 
than two (2) days. 


d. Students who are absent due to communicable diseases, such as measles, 
chicken pox, COVID-19, and the like, are required to submit a medical certificate 
confirming that they are fit to report to school. 


e. Planned absences or early dismissal must be requested in writing in advance 
(at least a day before) signed by the student's parent/guardian. This should be 
submitted to the Assistant Principal through the Homeroom Adviser. Attendance 
of students on special holidays or activities relative to their religion shall be 
allowed, provided permission of the Assistant Principal is sought. Emergency 
cases are given consideration. 


f. Students who did not attend classes for five (5) consecutive days will be the basis 
for follow-up by the Homeroom Adviser concerned. 


Leaving the Campus 


For cases wherein students must leave the campus within their class schedule, they 
will be allowed only if a Student Gate Pass is issued to them. 


Parents/Guardians must accomplish the High School Gate Pass Request Form, which 
shall be first approved by the Assistant Principal prior to the issuance of said gate pass. 


Suspension of Classes 
Classes may be suspended due to any of the following conditions: 


1. Announced by the appropriate government agency (inclement weather, 
transportation strike, etc.) or local government unit 


2. Typhoon Signal #2, as declared by the Philippine Atmospheric, Geophysical 
and Astronomical Services Administration (PAGASA) 


3. As determined by the school management 


The written announcement of class suspension shall be posted at the school entrance, 
on the official STI social media accounts, and on STI eLMS throughout the day. In the 
absence of official storm warnings, parents/guardians have the ultimate discretion in 
determining whether their children should go to school, provided an excuse letter will be 
submitted by the concerned student upon returning to school. 
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Make-up classes for suspended classes may be scheduled. Scheduled make-up classes 
will be determined ahead of time and properly announced. 


In the event that classes are suspended on an exam day, the order of exams shall not be 
affected and shall follow the original schedule. 


School Attire and Grooming 


Each student shall adhere to the conventions of good grooming as a sign of respect to 
oneself, others, and STI as an academic institution. 


School Identification (ID) Card 


1, 
2. 


An official school identification (ID) card shall be issued to bona fide STI students. 


The ID (including the official strap) shall be part of the uniform and must be worn 
properly and visibly displayed at all times while inside the campus. 


. The ID shall be free from any alteration or modification. 


. The ID is non-transferable. It must not be tampered with or misused. 


5. The ID shall be required in all official transactions with the different offices of STI. It 


11. 


shall be surrendered upon permanently leaving the institution, e.g., end of the last 
term of stay at STI, transfer, or withdrawal. 


. If the students forget their ID, they should report to the Assistant Principal before 


class hours to get a temporary ID, which is good for one (1) day only. 


. Students shall be required to surrender their damaged ID and apply for a 


replacement. An ID is considered damaged if the name and other pertinent details 
are unreadable or unrecognizable and if the access feature is denied. 


. Students who lost their ID shall be required to report the incident to the Assistant 


Principal, submit an affidavit of loss, and apply for replacement at the Cashier with 
a corresponding replacement fee. 


. Atemporary ID will be issued while the new ID is being processed. 


. Students found guilty of giving false information regarding their ID shall be 


charged with a major offense. 


Only the STI official or endorsed school uniform is the acceptable attire for the ID 
picture taking of students. 


Procedure for ID Card Replacement 


1s 
2. 


For lost IDs, secure a temporary gate pass from the school guard. 


Secure and fill-out an Application for ID Replacement Form from the 
Registrar's Office. 


. Submit the accomplished form to the Registrar's Office with the affidavit of 


loss or damaged ID. 
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4, Pay the corresponding replacement fee to the Cashier. 


5. Obtain your temporary ID by presenting the official receipt to the 
Registrar's Office. 


School Uniform 


All students are required to properly wear the prescribed school uniform at all times unless 
otherwise announced by the school authorities. 


The school uniform must be clean and in good condition. It must be the right fit for the 
students — not too tight nor too loose. 


The prescribed uniform must be worn by the students from the time they enter the school 
until the last academic period. PE and laboratory uniforms are worn during 
PE or laboratory classes only. After the said classes, the students must wear their daily 
school uniform. 
For Girls 
+ STI white blouse with short sleeves 
* STI gray vest with STI patch sewn on the left side of the vest 
* STI prescribed necktie (dark blue for SHS; yellow for JHS) 
* STI dark blue pencil-cut skirt (prescribed length: 2 inches above the kneecap) 
+ Plain white socks (for JHS only) 
* Black leather shoes (closed shoes with 1-inch heels) 
For Boys 
+ STI white polo with short sleeves 
* STI gray vest with STI patch sewn on the left side of the vest 
* STI prescribed necktie (dark blue for SHS; yellow for JHS) 
* STI dark blue slacks/pants 
* Black leather shoes (soles must also be black) 
* Black socks 
PE Uniform 
* STI white PE t-shirt 
* STI royal blue jogging pants with yellow stripes on both sides 
* Rubber shoes 


+ White socks 
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Laboratory Uniform (Kitchen Uniform) 

* STI checkered beanie 

* STI white chef long sleeves blouse 

* STI long checkered pants 

* STISHS Apron 

* Clogs 
Students may opt to wear their uniforms in accordance with their gender identity but 
would need to follow the set guidelines. They may consult their Discipline Officer or School 


Administrator for the process. Once confirmed, the student is expected to continue wearing 
their gender-affirming clothing throughout their stay with the institution. 


Note: Alteration is permitted based on the religious beliefs or practices of students. In such 
cases, the Assistant Principal must approve the request for school uniform alterations. 


Grooming and Haircut 


Students are expected to maintain an appearance of neatness, cleanliness, 
appropriateness, and decency at all times. 


* Hair should be properly groomed. It should not cover the student's face. 
* Colored hair is allowed. 


+ Wearing of items with offensive image/s or language, statement or implication of 
profanity, sexual or pornographic activity deemed by the school to be dangerous or a 
distraction to the learning environment is not acceptable. 


+ Sunglasses, bandannas, or caps are not to be worn indoors. 


+ Attire, which may be used as a weapon, should not be worn (i.e., steel-toed boots, 
chains, “dog collars,” or any items with spikes or studs). 


Student Decorum 


STI is not only concerned with the academic development of its students but also their 
character formation. Every STI student is expected to be refined in thoughts, words, and 
actions. STI students should: 


a. Uphold the academic integrity of the school, endeavor to achieve academic 
excellence, and abide by the rules and regulations governing academic 
responsibilities and moral integrity. Thus, in submitting any academic work, students 
are expected to properly cite references, direct quotes, and other sources including, 
but not limited to data obtained from the tables, illustrations, figures, pictures, 
images, and videos. 


b. Observe the usual norms of courtesy and etiquette in all areas of interpersonal 
relationships. Any act to the contrary, including unfavorable or offensive remarks 
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about other persons regardless of their sex, creed, race, status, and political 
affiliations may be deemed prejudicial to the enrollment of the students 
concerned or to their status as alumni. 


c. Strive for student development by joining and actively participating in various 
activities sponsored by the school and recognized student clubs. It is strictly 
prohibited to form or be a member of an organization/fraternity/sorority that or 
is known to advocate, tolerate, or engage in violence or immoral behavior. 


d. Strictly observe the classroom, laboratory, library, and other school 
office procedures. 


e. Refrain from exhibiting boisterous conduct such as loitering, whistling, loud 
talking or any other action that may distract others from their studies. 


f. Strive to develop healthy interactions with other students. However, acts or 
gestures that tend to offend other members of the community, including public 
display of physical intimacy of opposite or same sex, are not tolerated. 


g. Inform their parent or guardian of the following: 
* Rules and regulations expressed in this handbook 


* Their academic standing and the possible consequences of their excessive 
absences, dropping, failures, or gross misconduct 


School Assemblies and Activities 


Students are expected to attend and participate in official school assemblies and 
activities such as but not limited to: 


A. Flag-raising Ceremony 


The flag-raising ceremony is held every Monday and starts at the time specified 
by the school. The ceremony shall only last for 10 minutes. 


The ceremony will observe the following sequence: 
1. Singing of the Philippine National Anthem: Lupang Hinirang 
2. Reciting of Panunumpa ng Katapatan sa Watawat ng Pilipinas 
3. STI Hymn 
After the flag ceremony, students should proceed quietly to their classrooms 
following a preassigned sequence. 
B. Flag-lowering Ceremony 
The flag-lowering ceremony is held every Friday afternoon. 


The ceremony shall be simple and dignified. It shall also include the playing 
or singing of the Philippine National Anthem. 
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Use of School Facilities 


Students should strive to keep their classrooms clean, pleasant, and conducive to 
learning. Chairs and tables must be aligned at all times. Lights, electric fans, and air 
conditioners should be turned off whenever the students leave the room or if not in use. 


Students are also encouraged to keep the school building, study areas, and areas within 
the school property clean. 


In any incident of destruction, damaging, tampering, or losing of school property, the 
school reserves the right to charge to the concerned student/s the cost of damage, 
including labor or repair. 


Electronic Gadget Rule 


STI allows the students to bring and use laptops and other electronic gadgets relevant to 
learning inside the campus. However, the use of electronic gadgets for non- educational 
purposes during class hours is strictly prohibited. Gadgets must be turned off or put 

in silent mode to prevent class disruption. Proper etiquette in using various electronic 
gadgets shall also be carried out. Students may use their mobile phones for urgent 
purposes and during break time. 


Safekeeping of gadgets brought to school is the student owner's responsibility. The school 
will not be liable for any loss or damage to electronic gadgets. 


Social Media Policy 


STI is dedicated to nurturing an environment of mutual respect wherein members of its 
community are engaged in positive and responsible online behavior. Students and other 
members of the STI community are expected to be cautious when engaging in any action 
on social media that may impact the privacy, dignity, or rights of the school, groups, or 
individuals, including themselves. This shall be accomplished by: 


1. Reflecting on the potential impact of the content to be shared or posted to 
themselves or to others 


2. Maintaining appropriate boundaries when interacting with school personnel on 
social media 


3. Adhering to intellectual property rights 


4. Ensuring that when representing the school, posted content is aligned with the 
school's values and policies 


STI has the right to request the removal of any content that may risk the reputation of the 
school or amember of its community from a social media account 
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Data Privacy Policy 


In accordance with the Data Privacy Act of 2012 (RA 10173), STI is committed to ensuring 
the confidentiality and security of information provided to schools. General provisions 
on how the institutions use, store, and retain collected information can be accessed via 
https://www.sti.edu/dataprivacy.asp. 


To help keep confidential details secure, students and other members of the STI 
community should observe the following: 


1. Refrain from sharing sensitive or confidential information 

2. Review privacy settings in social media and other platforms regularly 
3. Ensure that all devices are locked if not in use 

4. Check the security of the platform before opening them 

5 


Avoid logging to personal accounts on free or public Wi-Fi 


Anti-Bullying & Anti-Cyberbullying Policy 


STI is committed to providing a healthy learning environment where students support 
and respect each other. Thus, within the school, it is made clear that bullying will not 
be tolerated. 


“Bullying shall refer to any severe or repeated use by one (1) or more students of a 
written, verbal, or electronic expression, or a physical act or gesture, or any combination 
thereof, directed at another student that has the effect of actually causing or placing 
the latter in reasonable fear of physical or emotional harm or damage to their property; 
creating a hostile environment at school for the other students, infringing on the rights 
of the other student at school; or materially and substantially disrupting the education 
process or the orderly operation of a school.” (Department of Education Order No. 55 
series of 2013, also known as “Implementing Rules and Regulations (IRR) of Republic Act 
no. 10627, otherwise known as the Anti-Bullying Act of 2013) 


Due to the advancement in technology and social media, emphasis is given to the 
prevention of bullying in its electronic expression: Cyberbullying. Cyberbullying shall 
refer to acts of cruelty committed using the internet or any form of electronic media or 
technology that has the effect of stripping one’s dignity or causing reasonable fear of 
physical or emotional harm. 


Strategies and mechanisms against bullying and cyberbullying (e.g., conducting anti- 
bullying/cyberbullying orientations to students and personnel, academic and discipline 
policies, guidance and counseling, information dissemination through student-teacher- 
parent leaflets, etc.) are meant to increase awareness and address the unacceptable 
nature of bullying in and around the school. 
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Bullying and cyberbullying behavior is confronted clearly and pursued beyond the 

mere application of sanctions. Students who persist in bullying/cyberbullying, despite 
counseling and support, are given sanctions based on this handbook. Sanctions imposed 
will take into account the severity of the bullying/cyberbullying incident. 


Anti-Hazing Law Policy 


STI is committed to ensuring a peaceful environment wherein camaraderie among 
students is fostered through various interest groups or clubs inside the campus. Every 
student organization is prohibited from using any form of violence, force, threat, or 
intimidation as a prerequisite for admission. Any STI student who is found to have 
committed or has conspired to commit the aforementioned shall be subject to Republic 
Act No. 11053, otherwise known as the "Anti-Hazing Act of 2018" and appropriate 
disciplinary action provided in this handbook. 


Anti-Sexual Harassment Policy 


STI is committed to creating and maintaining an environment where all members of 
the STI community are free to study without fear of harassment of a sexual nature. 
STI adheres to Republic Act 7877, otherwise known as the “Anti-Sexual Harassment 
Act of 1995,” which considers all forms of sexual harassment in the employment, 
education, or training unlawful and contrary to the dignity of every individual, as well 
as the latter's guarantee to respect of human rights. Given the seriousness of this 
matter, STI promulgates appropriate rules and regulations defining the offense of 
sexual harassment and outlines the procedure for the investigation and imposition of 
administrative sanctions in such cases. 


Gender and Development Policy 


STI recognizes gender sensitivity as it pertains to one’s effort to show how gender 
shapes the role of women and men in society including their role in the development 
and how their relationship affects each other. In support of the Department of Education 
Order 32 series of 2017 entitled “Gender-Responsive Basic Education Policy”, STI 
promotes gender awareness by appointing Gender and Development focal persons 

in each school to pursue and implement programs, projects, and activities that will 
contribute to the achievement of women’s empowerment and gender equality. It shall 
also adopt gender mainstreaming in the academe as one of the strategies for educating 
and informing various sectors of society on the need to recognize and respect the rights 
of women and men. 
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Smoking, Vaping, Prohibited Drugs, Paraphernalia or 
Illegal Substances, and Dangerous Weapons 


STI is committed to maintaining and sustaining a safe, healthy, and conducive learning 
environment for its students that should be entirely free from smoking, prohibited drugs, 
and paraphernalia, illegal substances, as well as deadly weapons or dangerous materials 
or instruments. 


To ensure that this is achieved, the following measures shall be observed: 


a. Conduct student orientation, counseling, and mentoring to students on the 
negative effects of cigarette smoking or vaping, prohibited drugs, and carrying of 
deadly/dangerous weapons or materials/instruments; 


b. Engage students in meaningful programs and activities that promote their welfare 
and development; 


c. Conduct random drug tests on students every term in accordance with the 
provisions of Republic Act 9165, otherwise known as the "Comprehensive 
Dangerous Drugs Act of 2002"; 


d. Conduct bag inspection on those coming in and out of the school premises; and 


e. Ban smoking, sale, or distribution of e-cigarette or tobacco products in compliance 
with the provisions of Republic Act 9211, otherwise known as the “Tobacco 
Regulation Act of 2003” and Executive Order No. 26, Series of 2017, 
also known as "Providing for the Establishment of Smoke-Free Environments 
in Public and Enclosed Places." 


Random Drug Testing 


With its commitment to provide optimum value to its stakeholders and to ensure that 
the students are free from the use of dangerous drugs, STI complies with the provisions 
in Republic Act No. 9165, otherwise known as the “Comprehensive Dangerous Drugs 
Act of 2002” and its Implementing Rules and Regulations, as well as the Dangerous 
Drugs Board Regulation No. 6, series of 2003, as amended by Dangerous Drugs Board 
Regulation No. 3, series of 2009, and the Department of Education Order no. 40 series 
of 2017 also known as “Guidelines for the Conduct of Random Drug Testing in Public 
and Private Secondary Schools.” This aims to: 


+ Deter students from using prohibited drugs and other illegal substances; 
* Determine the occurrence of drug users among the students; and 
* Facilitate the treatment and rehabilitation of confirmed drug users or dependents. 


All SHS students enrolled are subject to random drug testing without their necessary 
concurrence and knowledge. The results of the tests are kept confidential and for the 
evaluation of the school only. 
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Students who are found to be positive for drug use after the confirmatory analysis will 
be informed of their test results with utmost secrecy and confidentiality. The parents/ 
guardians of the “confirmed positive” students will be informed and required to attend 
a scheduled case conference. No “confirmed positive” students shall be grounded for 
expulsion or given any disciplinary action and should not be reflected in any and all 
academic records, but they are required to undergo an intervention program under the 
supervision of a Department of Health (DOH)-accredited facility or physician, private 
practitioners, or social worker, in consultation with parents/guardians. 


However, a student who has undergone an intervention program but was found to be 
“confirmed positive” for the second time shall be sanctioned with exclusion or expulsion in 
accordance with the STI Drug Testing Policy. 


Student Discipline 


Discipline Committee 


The Discipline Committee has jurisdiction over all cases involving student discipline and the 
imposition of sanctions. The tasks of the committee revolve around investigating cases that 
involve students' discipline, where recommendations have to be given at 

the end of the investigation. It shall be composed of the following: 


1. Academic Head (Principal) as Ex Officio Chairman. If unavailable, the Assistant 
Principal shall be assigned the role. 


2. Two (2) Faculty Representatives selected by the Academic Head (Principal) 


3. Staff Representative appointed by the School Administrator/ 
Deputy School Administrator 


4. Arepresentative from the Department of Education (if available) 


If any of the above is a respondent or involved in the dispute, another official representative 
shall be designated. 


Initial Settlement 


The Academic Head (Principal), Assistant Principal, and the Discipline Officer shall have 
joint and equal authority or control over all student disputes requiring mediation. 
However, the Discipline Committee shall be convened to hear complaints and 
disputes that involve the imposition of disciplinary measures. 


Implementation of Disciplinary Sanctions 


To help ensure an atmosphere conducive to learning, a special mechanism shall be 
established to administer appropriate and reasonable sanctions to erring members of 
the school community subject to the requirements of due process, as well as to resolve 
disputes among and between them. 
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Student Complaints 


Student complaints may be filed in writing with the Discipline Committee headed by 
the Academic Head (Principal). When applicable, an amicable settlement between the 
complainant and the respondent may be initially pursued. 


The Discipline Committee (or the Academic Head/Principal) may, on its own initiative, take 
notice of any breach of discipline or rule involving students, even without a complaint. 


Procedure for Disciplinary Cases 


Due process is observed for cases that need to be investigated and may result to 
possible dismissal. 


1. 


The Complainant shall submit a written complaint to the Discipline Officer. If there 
is no assigned Discipline Officer, it should be submitted to the Academic Head 
(Principal), the Ex Officio Chairman of the Discipline Committee. When applicable, 
an amicable settlement between the Complainant and the Respondent may be 
initially pursued. 


. The Discipline Officer or Academic Head shall set a meeting with the Complainant 


for consultation and discussion of their rights and possible consequences of 
pursuing the complaint. 


. If the Complainant decides to pursue the case, the written complaint shall be 


forwarded to the members of the Discipline Committee for a resolution not later 
than 30 working days after receipt of the complaint. 


. The Respondent shall be notified in writing of the complaint filed against them which 


shall contain the nature and cause of the accusation against them. The notification 
shall, in all cases, direct the respondent to answer the accusation within three (3) 
working days from receipt. Failure to do so within the prescribed period shall not 
delay the proceedings. 


. For student respondents who are minors, the parents or guardian shall likewise be 


notified in writing of the cause and accusation leveled against the Respondent. 


. The Respondent shall be advised by the Head of the Discipline Committee of their 


rights and of the procedure to be followed in the proceedings resolving their case. 


. Prior to the hearing, the Discipline Committee must refer the Complainant and 


the Respondent to the Guidance Counselor and schedule separate one-on-one 
session/s for behavioral, emotional, and welfare purposes. 


. The Discipline Committee may schedule hearings for the reception of evidence to 


enable it to arrive at a proper resolution of the complaint. In the case of a hearing 
wherein the Respondent is summoned by the Committee, the notice of hearing 
shall be given to the Respondent at least five (5) working days before the scheduled 
hearing. The Respondent shall be allowed to present evidence on their behalf. 


. Taking into consideration all the evidence gathered during the proceedings, the 
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10. 


11. 


12. 


13. 


14. 


iisy 


Discipline Committee shall draft a resolution with a finding as to the liability of the 
Respondent. The resolution shall also contain its recommendation to the President/ 
School Administrator/Deputy School Administrator as to the imposition of any 
penalty whenever applicable. The resolution shall be submitted to the President/ 
School Administrator/Deputy School Administrator not later than 30 working days 
from the close of reception of evidence before the Committee. 


Upon receipt of the resolution of the Discipline Committee, the President/School 
Administrator/Deputy School Administrator shall decide whether or not to impose 
sanctions upon the Respondent. The decision shall be in writing and the same shall 
be served upon the Respondent. In the case of a Respondent being a minor, the 
parents or guardian of said Respondent shall also be served with the same. A copy 
of the resolution addressed to the Complainant should also 

be provided. 


An appeal to the President/School Administrator/Deputy School Administrator's 
decision may be made within 10 working days from receipt of the said decision 
by an appealing party. The appeal may come from either the Respondent or 
the Complainant and shall be addressed to the Office of the President/ School 
Administrator/Deputy School Administrator. 


The President/ School Administrator/Deputy School Administrator reserves the right 
to place a Respondent under suspension pending appeal. 


The decision of the Discipline Committee shall be final and executory if not appealed 
within the given period. 


The Discipline Committee shall give a copy of the final resolution along with a 
Referral Form to the Guidance Office prior to the imposition of any disciplinary 
action or sanction. 


The Discipline Committee shall call for a conference with the Respondent and their 
parents or guardian and a separate conference with the Complainant and their 
parents or guardian. Both parties shall be provided with their own copy of the final 
resolution. 


The Procedure of the Guidance and Counseling Office 
in Handling Discipline Cases Referred by the Discipline 
Committee 


1: 


The Guidance Counselor shall receive a Referral Form from the Discipline 
Committee with a copy of the Incident Report. 


. The Guidance Counselor will conduct an initial conference with the student/s 


concerned. 


3. The Guidance Counselor will provide the Discipline Committee with initial feedback. 


. The Guidance Counselor will conduct a follow-up conference with the student/s after 


the decision/resolution of the Discipline Committee has been made. 


. The Guidance Counselor will provide the Discipline Committee with feedback and a 


follow-up plan of action for the student/s. 
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Disciplinary Measures 


The approach of the school to discipline has always been preventive and formative. It is 
not punitive but rather educative. 


A comprehensive and intense information campaign is initiated during the first few days 
of classes to ensure that all school rules and policies are communicated and understood 
by all concerned. 


A detailed warning system is in place for minor offenses. However, should all preventive 
measures and mechanisms fail, the school, through proper authorities, applies 
disciplinary measures or actions. 


Disciplinary measures or actions are meant to teach students the principles and ideals 
of justice to help them achieve self-discipline, as well as to enjoin them in developing 
and sustaining an atmosphere conducive to learning. 


Corrective Actions to Minor and Major Offenses 


Corrective Actions are disciplinary measures that are imposed corresponding to the 
severity of the offense/s done by erring students. 


Verbal/Oral Warning 


A verbal/oral warning is a disciplinary measure given to students who have 
committed minor violations. This is to call the attention of the students who have 
not observed the appropriate behavior expected of them. It is a reminder or 
reprimand to the students who committed a minor offense for the first time. 
This shall be included on the students' record since this shall be considered an 
initial warning. 


Written Apology 


A Written Apology is a corrective action in which students are required to write a 
letter of apology. This is imposed on a case-to-case basis and shall be included in the 
student's record. 


Written Reprimand 


A Written Reprimand is a corrective action that is issued by the Discipline 
Committee. The students are given a formal letter or notice of any violation of the 
school rules and regulations. The student-specific misbehavior, together with the 
original copy of the written reprimand form, is put on the student's record. 


Corrective Reinforcement 


During the period of corrective reinforcement, the students are still allowed to 
attend their classes. However, they have to be scheduled for one-on-one session/s 
after their last class period, and to accomplish tasks as determined and given by 
the assigned person-in-authority of the Discipline Committee. The tasks under this 
sanction must help the students reflect and avoid repetition of the violated offense. 
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The corrective reinforcement will be lifted a day after the specified date of rendering 
the sanction and after the completion of the task from a person-in-authority 
assigned by the Discipline Committee. 


Conference with the Discipline Committee 


The parents/guardians are called for a conference with the Discipline Committee, 
Assistant Principal, Homeroom Adviser, and/or Guidance Counselor for them to 
discuss the offense and the corresponding course of action to avoid recurrence 
of the offense. This is required to be done in cases with the following sanctions: 
Written Apology, Written Reprimand, Corrective Reinforcement, Suspension, 
Exclusion, and Expulsion. 


Categories of Disciplinary Administrative Sanctions 


According to the provisions in the 2010 Manual of Regulations for Private Schools in 
Basic Education (DepEd Order No. 88, series 2010), the three (3) categories of disciplinary 
administrative sanctions for serious offenses or violations of school rules and regulations 
which may be applied to erring students are: 


Suspension 


In STI, this sanction has two (2) types: 


a. 


Suspension from class 


It is a penalty that excludes the offender from regular classwork and from other 
privileges or activities for a definite period not exceeding twenty (20%) percent 
of the class days for the school year or term. Instead, students will be required 
to report to school from 8 am to 5 pm to do a certain task to be determined 
and supervised by the assigned person-in-authority of the Discipline 
Committee. This will help them to reflect and avoid repetition of the violated 
offense. They will still be re-admitted to the school but the said sanction shall 
be included on their record. The suspension is imposed only after the parents 
or guardians have been informed through writing and conference with the 
Discipline Committee. 


. Preventive Suspension 


Students under investigation may be preventively suspended from entering 

the school premises and from attending classes, when the evidence of guilt 

is strong, and the responsible school official is morally convinced that the 
continued stay of the students during the period of the investigation constitutes 
a distraction to the normal operations of the school or poses a risk or danger to 
the life of persons and property in the school. The school is allowed to impose 
this sanction for a period not exceeding 20% of the prescribed class days for 
the school year or term. The suspension is imposed only after the parents 

or guardians have been informed through writing and conference with the 
Discipline Committee. 
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Exclusion 


Exclusion is a penalty in which the school is allowed to exclude or drop the name of 
students from the school rolls for being undesirable, and transfer credentials are 
immediately issued. A summary investigation shall have been conducted, and 

no prior approval by the Department of Education (DepEd) is required in the 
imposition of the penalty. 


As stated in the 2010 Revised Manual of Regulations of Private Schools in Basic 
Education (DepEd Order No. 88, series 2010), the decision of the school on every 
case involving the penalty of exclusion from the rolls, together with all the pertinent 
papers, therefore, shall be filed in the school for a period of one (1) year in order 

to afford the Discipline Committee and the Department of Education (DepEd) 

the opportunity to review the case in the event an appeal is taken by 

the party concerned. 


Expulsion 

Expulsion is an extreme penalty for erring students consisting of their exclusion 
from admission to any public or private school in the Philippines. This penalty may 
be imposed for acts of or offenses consisting of gross misconduct, dishonesty, 
hazing, carrying deadly weapons, immorality, selling or possession of prohibited 
drugs such as drug dependency, drunkenness, hooliganism, vandalism, serious 
offenses such as assaulting a student or school personnel, instigating or leading 
illegal strikes or similar concerted activities resulting in the stoppage of classes, 
preventing or threatening any student or school personnel from entering the 
school premises or attending classes or discharging their duties, and other offenses 
analogous to the foregoing. 


This extreme measure is implemented only after the approval of the Secretary of 
the Department of Education (DepEd). Thus, the decision of the school on every 
case involving the penalty of expulsion, together with the supporting papers shall 
be forwarded to the Department of Education's Regional Office concerned within 
10 days from the termination of the investigation of each case as stated in the 2010 
Revised Manual of Regulations of Private Schools in Basic Education (DepEd Order 
No. 88, series 2010). 


Imposition of sanctions cited in this handbook shall not in any way prejudice the filing 
of cases in and the implementation of penalties prescribed by a court of law. 


Also, in cases that involve significant damage or destruction of property, the Discipline 
Committee will decide whether the recipient of the sanction will replace the destroyed, 
damaged, or lost property. For cases of cheating in an examination or other school 
activities, a failing grade shall be given in the particular examination or activity. 


All sanctions shall go along with one-on-one session/s with the school’s Guidance 
Counselor or Associate. 
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Offenses 


Offenses are behaviors or visible actions exhibited by students that go against the 
school and institutional rules and regulations. 


Minor Offenses 


These are behaviors or actions that deviate or stray from the rules of the school or from 
student decorum and have minimal implications or consequences to the individual, 
other persons, the school, or the institution. 


The sanctions imposed for the commission of these offenses are: 


Written Reprimand 


Written Reprimand & Corrective Reinforcement (minimum 
of three (3) school days, maximum of seven (7) school days) 


Offenses under this category include but are not limited to the following: 
1. Non-adherence to the “STI Student Decorum” 
2. Discourtesy towards any member of the STI community including campus visitors 


3. Non-wearing of school uniform, improper use of school uniform, or ID inside 
school premises 


. Wearing inappropriate campus attire 

. Losing or forgetting one’s ID three (3) times 

. Disrespect to national symbols or any other similar infraction 
. Irresponsible or improper use of school property 


. Gambling in any form within the school premises or during official functions 


Oo ON DW Ff 


. Staying or eating inside the classroom without permission from the school 
administrator or management 


10. Disruption of classes, school-sanctioned activities, and peace and order such 
as but not limited to: 


* Failure to turn off or put into silent mode mobile phones and other 
similar gadgets 

* Unauthorized use of social media, digital messaging, or any form of user 
account 


+ Unruly behavior (boisterous laughter, loitering, loud banter, uncontrolled 
giggling, and intentional misbehavior) or conduct during assemblies and the 
like 


11. Exhibiting displays of affection that negatively affect the reputation of the 
individuals 
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12. Violation of classroom, laboratory, library, and other school offices procedure 
13. Possession of cigarettes or vapes 


14. Bringing pets on the school premises 


Major Offenses - Category A 


These are behaviors or actions that deviate or stray from the rules of the school or from 
student decorum and have greater implications or consequences to the individual, other 
persons, and the school. 


Written Reprimand & Corrective Reinforcement (minimum 
of three (3) school days, maximum of seven (7) school days) 


Suspension (minimum of three (3) school days, maximum 
of seven (7) school days) 


Exclusion 


Offenses under this category include but are not limited to the following: 


1. More than three (3) commissions of any minor offense 

2. Lending/borrowing school ID, wearing, or using tampered ID 
3. Smoking or vaping inside the campus 
4 


. Entering the campus in a state of intoxication, bringing, or drinking liquor inside the 
campus 


wn 


. Allowing a non-STI individual to enter the campus without official business 
6. Cheating that includes but is not limited to: 


* Copying or willfully allowing another to copy during the administration 
of examination or assessments 


* Using of “Codigo” or any unauthorized resources during examination or 
assessments 


* Plagiarism 


* Communicating with another student or person in any form during an 
examination or test without permission from the teacher or proctor. 


* Having somebody else take an examination or test for oneself or prepare a 
required report or assignment. If both parties are students, both are liable. 


* Leaking of examination questions or answer keys to another student/s 
in any form 
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Major Offenses - Category B 


These are behaviors or actions that lead to damage or destruction of property or image of 
an individual, a group, the school, or the institution. 


The sanctions imposed for the commission of these offenses are: 


: Suspension (minimum of three (3) school days, 
First offense . 
maximum of seven (7) school days) 


Second offense Exclusion 


Offenses under this category include but are not limited to the following: 


1. Vandalizing, damaging, or destroying a property belonging to any member of the STI 
community, visitors, or guests while on the school campus 


2. Posting or uploading statements, photos, other graphical images or videos 
disrespectful to the STI Brand, another student, faculty member or 
any other individual 


3. Recording and uploading of photos, videos, or other graphical images that violate 
the data privacy of another student, faculty member, or any other individual 


4. Going to places of ill repute while wearing the school uniform 
5. Issuing a false testimony during official investigations 


6. Use of profane language that expresses grave insult toward any 
member of the STI community 


Major Offenses - Category C 
These are behaviors or actions that lead to any of the following: 
* significant injury to the individual or other persons 
* endangering the safety and welfare of the individual and other persons 


* degrading of the integrity of the person, school, or the institution 
The sanctions imposed for the commission of these offenses are: 


Suspension (minimum of seven (7) school days, 


First offense maximum of 10 school days) 


Second offense Exclusion 


Offenses under this category include but are not limited to the following: 


1. “Hacking” attacks on the computer system of the school or other institutions 


2. Stealing, tampering, or forgery of records and receipts 
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3. Theft or robbery of school property or those belonging to school officials, teachers, 


10. 


11. 


12. 
13. 


personnel, other students, any member of the STI community, visitors, and guests 


. Unauthorized, copying, distribution, modification, or exhibition - in whole or in 


part - of eLMS materials or other learning materials provided by STI, such as but 
not limited to videos, PowerPoint presentations, handouts, activity/worksheets, and 
answer keys. This will include: 


* use of the materials for any commercial purpose, or for any public display 
(commercial or non-commercial) 


* attempt to decompile or reverse engineer any software contained on the eLMS 
* remove any copyright or other proprietary notations from the materials 


* transfer the materials to another person or “mirror” the materials on any other 
server or sites 


. Embezzlement and malversation of school or organization funds or property 


. Disruption of academic functions or school activities through illegal assemblies, 


demonstrations, boycotts, pickets, or mass actions or related activities which tend to 
create public disorder or disturbance 


. Any act of immorality 
. Any act of bullying (such as but not limited to physical, cyber, and verbal) 


. Participation in brawls or inflicting physical injuries within and/or outside 


school premises whether in school uniform or not 


Physical assault upon another within or outside the school premises whether in 
school uniform or not 


Use of prohibited drugs or chemicals in any form within and outside the school 
premises, whether in uniform or not 


Giving false or malicious fire alarms and bomb threats 


Use of fire protective or firefighting equipment of the school other than for 
firefighting except in other emergencies where their use is justified 


Major Offenses - Category D 


These are behaviors or actions that are in direct violation of the Philippine Laws. 


The sanction imposed for the committing these offenses is either Exclusion/Expulsion. 


Offenses under this category include but are not limited to the following: 


1. 


Possession or sale of prohibited drugs or chemicals in any form, or any 
illegal drug paraphernalia within and outside the school premises whether in 
uniform or not 
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2. Continued use and is found to be “confirmed positive” of using prohibited drugs 
or chemicals for the second time, even after undergoing an intervention. 


3. Carrying or possession of firearms, deadly weapons, and explosives within and 
outside the school premises whether in uniform or not 


4. Membership or affiliations in organizations, such as but not limited to fraternities 
and sororities, that employ or advocate illegal rites or ceremonies which include 
hazing and initiation 


5. Participation in illegal rites, ceremonies, and ordeals, which includes 
hazing and initiation 


6. Commission of crime involving moral turpitude (such as but not limited to rape, 
forgery, estafa, acts of lasciviousness, moral depravity, murder, and homicide) 


7. Commission of acts constituting sexual harassment as defined in the Student 
Manual and Republic Act 7877, otherwise known as the “Anti-Sexual 
Harassment Act of 1995” 


8. Acts of subversion, sedition, or insurgency 


Disciplinary Cases or Offenses Not Written in the 
Student Handbook 


Disciplinary cases or offenses not written in the Student Handbook are subject to the 
review of the Discipline Committee and school administration in the interest of upholding 
the ideal learning environment and of the STI Community. 
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Parents/Visitors Appointment 


Parents/Guardians who wish to confer with School Heads, Teachers or other School 
Personnel are encouraged to set an appointment through a letter, email, or by phone. 
The appointment should be coursed through the School Administrator/Deputy School 
Administrator at least two (2) days before the scheduled date to avoid disruption of the 
school’s academic activities. 


Systems of Communication with Parents 


Circular for Parents/Guardians 


Circulars are letters to parents/guardians which contain announcements and messages 
from the school. Each circular includes a reply slip that parents/guardians are expected to 
fill out, sign, and give back to the school through their child. Considering communication 
is important for school collaboration, reply slips must be returned on the specified date 
after its issuance. Non-submission of reply slips has a corresponding consequence under 
the Student Decorum. 


Parents/Guardians Directory 


Parents/Guardians are enjoined to relay to the school any changes in their address or 
contact numbers (landline or mobile phone numbers) within a week after such changes 
have taken place. In the event that the parents/guardians fail to relay changes in their 
directory, the school shall not be held accountable for any information that cannot be 
relayed accordingly. 


School Administrator's/Deputy School 
Administrator's Office 


Parents/Guardians may transact their official businesses with the School Administrator's/ 
Deputy School Administrator's Office within office hours. Parents/Guardians who need to 
see a faculty member for an appointment should proceed to the Administration 

Office and ask for assistance. They are advised not to go directly to the teacher 

during class hours. 


Confiscation Policy 


Items not necessary for learning (ex., playing cards, expensive jewelry/items, electronic 
gadgets, etc.) should not be brought to or worn in school. If and when seen or used 
inappropriately inside the campus, these items will be confiscated by any School 
Personnel. Proper documentation will be undertaken by the school personnel, 

i.e., description of the confiscated item and a report on when it was confiscated. 
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Confiscated items may only be redeemed by the parents/guardians from either the 
Homeroom Adviser or the Assistant Principal. No phone calls will be entertained and 
they will not replace conferences with parents/guardians to redeem the item. 


Below is the redemption period for confiscated items: 


Can be redeemed by the parents/guardians 
after one (1) week 


sacha oreAse Can be redeemed by the parents/guardians 
after one (1) month 


First offense 


Third offense Can be redeemed by the parents/guardians 
at the closing of the school year 


Lost and Found Items 


Lost and found items should be reported to the Administration Office as soon as 
possible. Notices concerning these items shall be posted on the bulletin board for one 
week. Articles unclaimed within a quarter will be donated to the less privileged children 
during the school’s Outreach Program. 


62 MISCELLANEOUS PROVISIONS 


APPENDICES 6 


= Table of Contents 


Appendix A 


Lupang Hinirang 
(The Philippine National Anthem) 


Bayang magiliw, 
Perlas ng Silanganan, 
Alab ng puso 
Sa dibdib mo’y buhay. 


Lupang Hinirang, 
Duyan ka ng magiting, 
Sa manlulupig 


Di ka pasisiil. 


Sa dagat at bundok, 
Sa simoy at sa langit mong bughaw, 
May dilag ang tula 


At awit sa paglayang minamahal. 


Ang kislap ng watawat mo'’y 
Tagumpay na nagniningning; 
Ang bituin at araw niya, 


Kailan pa ma’y di magdidilim. 


Lupa ng araw, ng luwalhati’t pagsinta, 
Buhay ay langit sa piling mo; 
Aming ligaya, na 'pag may mang-aapi, 


Ang mamatay nang dahil sa iyo. 
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Appendix B 
Panunumpa ng Katapatan sa Watawat ng Pilipinas 


Ako ay Pilipino, 
Buong katapatang nanunumpa 
Sa watawat ng Pilipinas, 

At sa bansang kanyang sinasagisag, 
Na may dangal, katarungan, at kalayaan, 
Na pinakikilos ng sambayanang 
Maka-Diyos, 
Makakalikasan, 

Makatao, at 


Makabansa. 


Appendix C 
The STler’s Creed 


lam an STler, | am here to learn. 
| thirst for knowledge and skills that will 


make me a leader of tomorrow. 


lam an STler, | keep an open mind. 
| challenge every knowledge | seek 


and understand. 


lam an STler, | embrace change. 
| continuously reinvent myself 
lam an STler, |am a person of character. 


| speak, | act, and | live for the common good. 


lam an STler, | am determined. 
| accept the challenge to become the best 


that | can be. 


| am an STler, a proud STler! 


65 APPENDICES 


= Table of Contents 


66 APPENDICES 


Appendix D 


STI Hymn 


Aim high with STI 
The future is here today 
Fly high with STI 
Be the best that you can be. 


Onward to tomorrow 
With dignity and pride 
A vision of excellence 


Our resounding battle cry. 


Aim high with STI 
The future is here today 
Fly high with STI 
Be the best that you can be. 
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Appendix E - High School Uniform 


Junior High School Daily School Uniform 


Male Female 
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Appendix E - High School Uniform 


Senior High School Daily School Uniform 


Male Female 
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Appendix E - High School Uniform 


PE Uniform 


Male Female 
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Appendix E - Senior High School Uniform 


Kitchen Laboratory Uniform 


Male Female 
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Appendix E - High School Graduation Attire 


High School Graduation Attire 


Male Female 
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Appendix F - High School Gate Pass 
Request Form 


Name: 


HIGH SCHOOL 


GATE PASS REQUEST FORM 


Student ID No: 


Grade: 


Session: 


Track and Strand (for SHS Student) 


Morning Afternoon Others (please specify): 


To the Assistant Principal: 


Please issue a Gate Pass to my child, : 


NAME OF CHILD 


, for school year 


Reason: 


Tha 


GRADE AND SECTION 20XX - 20XX 


nk you very much. 


Respectfully yours, 


SIGNATURE OVER PRINTED NAME OF SIGNATURE OVER PRINTED NAME OF 


Date: Date: 


PARENT/GUARDIAN STUDENT 


Other requirements to be attached with this form: 


* One (1) pc 1x1 ID picture with white background (for HS Gate Pass ID) 
+ Photocopy of Parents' or Guardians’ valid ID with affixed signature 


Approved by: 


NAME OF THE ASSISTANT PRINCIPAL / SIGNATURE / DATE 


Appendix G 


Student Commitment Form 


|, the undersigned, have received, read, and understood everything stated in the Student 
Handbook of STI. | hereby affix my signature as confirmation that | will faithfully abide 
and be guided by all the policies and procedures as clearly specified in the Student 
Handbook. | also commit to faithfully abide and be guided by policies and procedures 
issued after the release of this handbook. Non-compliance on my part with any rule or 
regulation shall constitute sufficient grounds for disciplinary action, including but not 
limited to suspension up to expulsion from STI depending on the gravity of my offense. 


Signed on this Date: 


By: 
PRINTED NAME AND SIGNATURE OF STUDENT 
By: 
PRINTED NAME AND SIGNATURE OF PARENT/GUARDIAN 
Address: 


Telephone number: 


Program: 


y 2% 
STI 
Os 


ee 
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